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Requests for 

and installations in buildi 
CIA within the departmental 

Chief, Administrative Servi 

memorandum in duplicate, aa-app r opr iate » Installations 
and renovations in public buildings occupied by this Agency 
are performed by the General Services Administration, and 
therefore must be within the scope of codes and authorizations 
delegated to that Agency by the Congress. 

Only authori z^d administrative personnel or their 
delegates will endorse requests which involve the expenditure 
ox funds • 

Requests should contain specific information and just- 
ification as to the type of service required and should be 
augmented with drawings or sketches if practicable. Personnel 
™ b ® ??^ act ® d in regard to the work should also be indicated, 
ihe Building Maintenance and Utilities Division will provide 
competent engineers when required and mil assist in the planning 
of any project if desirable* ^ 

Requests involving the physical security of an area will 
be forwarded to the I 8S& for recommendations or approvals 
prior to action by the Building Maintenance and Utilities 
Division. 

office will receive two copies t l w 
°Vnf ? n ?® P re P ared by the Building Maintenance 

u tiiities Division, to be forwarded to the General Services 
^th a -copy of the original request attached. 

®f e o t these two copies should be certified and returned tor-, ' * 
Building Maintenance and Utilities! a oti .iw -t-v^ 
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Information regarding the numbers of personnel i n w.-j V ed , the 
quamty of safes or other heavy equipment A snoui<f be indicated. 
Uxfice moves mil be coordinated with the Telephone Branch. 
Surveys and arrangements for moves normally require three days. 
Moving boxes and identification tags for can be obtained on a 
verbal basis. f , 

yoTmiTwrc 
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Parking Spaces 

* The Chief, .Administrative Services allots parking 
spaces to CIA Offices on the basis of personnel strength. 
These parking spaces are assigned in blocks of numbers on 
lots adjacent to the building in which the particular 
office is located, if possible. Parking stickers are 
issued for each assigned space and duplicate stickers are 
obtainable upon written request for drivers in car pools. 

'Each office will furnish to the Administrative Services 
Office, information relative to each individual assignment 
as to the space assigned, name of employee, make of vehicle 
and licen se number. All personnel will observe CIA Notic§ 
No. | \ dated 17 January 19^1 relative to parking in 

unauthorized spaces. Violations will be reported in writing 
to the Administrative Officer of the employee concerned. 


_«£-■- 
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Telephone and Teletype Service 

Procedures as specified in paragraphs A, B, C, will be 
utilized for obtaining telephone and teletype service. The 
Chief, Telephone Branch will conduct surveys where necessary 
and will prescribe the type of installation required. Tele- 
phone installation service is obtained from the Chesapeake 
and Potomac Telephone Company and normally requires a 
mini mu m of three davs to accomplish. 




Mainoenance/»ervice may oe ootaanea rrom the building 
Services Officer by telephone or as otherwise appropriate. 
This service consists of non-reimbur sable requests such as 
the replacement of light bulbs, broken steps, window glass, 
linoleum, locks and windows or doors, etc. The Building 
Services Officer will not be contacted in regards to alte r-, 
ations or installations. 

Utilities 

Required utilities^ are obtained by the Administrative 
Services Office from the various utility companies or the 
General Services Acjininistrationi vmnn +v > a — mn-m sition of new 
space.’ Requests for all utilitjL^r- nu-j-o, -made only A the 
Administrative Services Office. \\ 


ILLE 


ILLE 



'Xztjr Hot Plates 

' Hot plates or coffee makers are considered to be a 

personal convenience and therefore the expenditure of 
government funds for such installations, which must be made 
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in accordance with safety codes, cannot be permitted. 

Requests for hot plate installations will be made in 
writing to the Chief, Administrative Services. Upon 
approval, the Building Maintenance and Utilities Division 
will request an estimated cost from the General Services 
Admini stration» etfctfaflg«M^»i&atajatt> This estimated cost 
will be forwarded to the requesting office in the form of 
an agreement whereby the requestee certifies that payment 
will be made by certified check or cash upon demand. This 
agreement should then be returned to the Building Maintenance 
and Utilities Division in order that the work request to the 
General Services Administration can be initiated. After 
completion of the installation, which consists of a check 
of the power circuit for capacity, a special wall receptacle 
and a fireproof base for the hot plate unit, the General 
Services Administration will submit a voucher for payment 
with the actual cost indicated thereon. Payment of this 
amount to the Building Maintenance and Utilities Division 
will be requested, and the monies thereafter turned over 
to the Finance Office for submission to the Treasury 
Department . 


L. 


25X1X8 


25X1X8 


Accidents involving Personnel injuries and Property Damage. 

Personnel injuries or damage to buildings will be 
reported immed iately in writing to the Chi ef. Administrative 
c ' £ the Guard* General 


Services for t 

Services Admini. a UTHCTUiy -AHr ±nvyyc.xgaiiok will be made by that. 
wrffis«'Tjd.±t_the. necessary forms relative to the incident filed 
-withbhe Public Health ahcTCompensation Bure aus . 
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